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PART 2030 - COVMUNI CATI ONS
SUBPART C - Witten Comruni cations--National Ofice
§ 2030. 101 Purpose.

National O fice enployees will be guided by this subpart and its exhibits
in conducting official business by correspondence.

§ 2030.102 Authorities and responsibilities.

The Departnent of Agriculture (USDA) subscribes to the standards in the
U S. CGovernnment Correspondence Manual (USCM. The Department issued
DR 3060-1, "USDA Correspondence Managenment Regul ation" (see Exhibit K of this
subpart) to be used as a basic guide in preparing USDA correspondence. Rural
Devel opnment al so established certain requirenments to neet internal needs as
reflected in this subpart. Refer to the Rural Devel opnent Correspondence
Manual for ready reference in the preparation of witten comunicati ons and
related matters.

§ 2030.103 Routing, signature authority, and clearing correspondence.

(a) Routing.

(1) Al outgoing correspondence which is beyond the authority of
the Division/Staff Director to sign will be routed to their
appl i cabl e Assistant Adm nistrator or Assistant Deputy

Adm nistrator; the Deputy Administrator for the staffs reporting to
them and the Associate Administrator for the staffs reporting to
the Admi nistrator's office.

(2) Oficials will use judgenent in routing correspondence of an
unusual nature to the Adm nistrator or Associate Adm nistrator.

(3) Hectronic mail (EM requires the sane signature as regul ar
mail .

(4) The nane and title of the signing official will be typed on all
letters prepared. Wen an official other than the

DI STRIBUTION:  Win Washi ngton, DC only Adm nistrative Services
Communi cat i ons
1
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RD I nstruction 2030-C
§ 2030.103(a)(4) (Con.)

signing official signs a letter, the word "for” will be witten
before the typed name of the signing official.
(See exanpl e bel ow.)

[ See manual for actual exanple]

Richard R Roe
D rector
Emer gency Loan Divi sion

(b) Signature authority. Correspondence will be signed by National
Ofice officials who have del egated signature authority. (Revi sed
11-19-97, PN 282.)

(c) dearance. Qutgoing letters will be cleared with officials
primarily concerned with the subject matter. Letters recomrendi ng
changes in or establishing policy will be cleared through the Assistant
or Assistant Deputy and Deputy Adm nistrators. The Regul ations and
Paper wor k Management Branch (RPMB), Support Services Division (SSD),
will reviewthe letter after staff office clearances, but before the
Ofice of the General Counsel (OGC) clearance (if necessary) and
signature by the Adm nistrator or other official wth del egated

aut hority.

(1) Only those offices having a substantial interest in the subject
of the correspondence shall be requested to concur.

(2) It is sufficient to send informational copies of the conpleted
correspondence to those officials concerned with the subject matter.
(Revi sed 07-12-00, PN 321.)

(3) Use Form RD 2006-6, "d earance and Routing of Rural Devel opnment
| ssuance,” for routing letters addressed to all State Directors,
National Ofice Oficials, all Rural Devel opnent enpl oyees, all
National O fice enployees, or all field office enployees. See

Exhi bit B of this subpart for preparation and processing of
unnunbered letters. (Revised 07-12-00, PN 321.)

(4) Use Form RD 2006-6 for correspondence requiring cl earance or
signature in another office.

(5) Stanp "Oficial Agency File Copy" on the bottom of each page of
a white copy which is the Agency’s official record copy for all
correspondence prepared in this Agency. The originating office wll
pl ace the concurrence stanmp on the bottom of the |ast page of the
of ficial Agency file copy. Concurring officials, except
Division/Staff Directors, will wite in

2
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§2030. 103 (c)(5) (Con.)

their Unit, then initial and date on this copy. The Division/Staff
Director will initial and date Form RD 2006-6 and send to the next
cl earance offici al

Uni t Initial & Date Uni t Initial & Date

(6) The salnon tissue copy is the Departnent's official record copy
of letters prepared for signature in the Secretary's Ofice. Only
the Administrator or Acting Administrator will approve Secretari al
letters by signing and dating in ink the | ast page of the sal non
copy. The signature shoul d appear over the bl ock-stanped or
typewitten name of the Admi nistrator or Acting Admi nistrator

O her FnHA cl earance officials will initial and date Form RD 2006- 6
only.

§2030. 104 Correspondence controll ed by FnHA.

Al'l Congressional letters addressed to officials wi thin FrHA and any
Congressional letter initiated by FnHA should be sent to Executive Secretaria
Staff (ESS) for assignment of a control number and | ogging into the Docunent
Managenent System (DVB).

§2030. 105 Correspondence controll ed by the Departnent .

(a) The Executive Correspondence and Records (EC&R) assigns a contro
nunber for correspondence such as Wiite House (Presidential) mail
Congressional mail, and special public mail (public mail defined as that
from governors and other State and | ocal government officials; officials
of maj or businesses, trade and farm organi zations; unions; and other
private citizens). These letters are usually prepared for the signature
of a departnental official

(b) The ESS assigns a priority control nunmber to Congressionals and
certain letters fromthe general public. These letters are usually
signed by the Secretary.

§2030. 106 Types of conmuni cation.

(a) Letters.

(1) Informal. The informal letter format will be used for nost
day-to-day correspondence in the transaction of routine business
within the Departnent and with other Federal agencies. Refer to the
FmHA Correspondence Manual for guidance in preparing informal
letters.

(03-11-92) PN 183
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§2030. 106 (a) (Con.)

(2) Formal. The formal letter format will be used for other than
routi ne work or business transactions, when it is believed that the
addressee m ght expect, or should receive, a nore formal or
"personal i zed" letter. Refer to the FnHA Correspondence Manual for
guidance in preparing formal letters.

(b) Facsimile transmssion. This equipnent will transmt an exact copy
of the witten word or other image on a page at the other end of the

tel ephone line. This service should be used when the information to be
transmtted requires inmediate receipt in a distant city. It may be
used in lieu of express next-day mail when the docunent is of mninma

I ength. (See the FnHA Tel ephone Directory for facsimle equiprment phone
nunbers.) Al correspondence sent by facsimle transm ssion requires

t he sanme cl earance procedures and signature authority as hard copy
correspondence. Al information to be transmtted by facsimle nmust be
acconpani ed by Form RD 2030-8, "Facsimle Transm ssion,"” or Optiona
Form 99, "Fax Transmittal." Al facsimles nust be legible and all
stapl es must be renoved prior to being sent to the General Services
Staff (GSS) for transm ssion

(1) Wen faxing information that contains the nane of a borrower or
ot her sensitive information, the recipient of the facsimle should
be notified when the fax is being sent and asked to stand by for
receipt. This will minimze the risk of nonessential disclosure of
sensitive information

(2) Transm ssion and Receipt logs will be maintained for each
facsimle machine. At a mnimum the log shall contain at |east the
date of transmi ssion or receipt, the "to" and "front address, the
nunber of pages in the transmssion, the time of day the

transm ssion was sent or received and the initials of the person who
sent or received the transm ssion. These |ogs may be destroyed
after six nonths.

(3) Thermal paper is sensitive to heat and |light, and the inage on
this paper may begin to deteriorate in a few nonths. Therefore,
facsim |l e transm ssions, such as advance copies of material for
approval , comments, actions, recomrendations or foll ow ups which are
considered to be official records should be reproduced on plain

paper imedi ately after receipt.

(4) Facsimle machine usage is restricted to "Oficial CGovernnent
Busi ness."” The use of facsimle equipnment for personal use is
strictly prohibited.

(c) Electronic mail. Electronic mail is a service that provides for
the electronic transfer of information data, correspondence, and
nmessages between individual s and/ or organizations.
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§2030. 106 (c) (Con.)

(1) Formal correspondence statenents of policy, and the

i npl enentati on or changes of directives or instruction that are
transmtted by EMrequire the same cl earance procedures and
signature authority as hard copy correspondence. No Agency officia
is authorized to sign and send, by EM any formal correspondence
whi ch either exceeds the authority of the signer or which would be
in conflict with any exi sting Agency policy or procedure.

(2) Hectronic mail may be used by FmHA enpl oyees for the inform
exchange of business-related information that m ght otherw se occur
via tel ephone or note.

(3) Hectronic mail is restricted to "Oficial Governnent
Busi ness. "

§2030. 107 Informal methods and forns for expediting correspondence.

(a) Transmittal letters. A letter of transmttal need not be witten
unless it adds to that which is being transmtted. Appropriate mailing
notati ons such as the date and to whomthe material was sent may be made
on the file copy(ies) of the material which was transmtted. In some
cases, Optional Form 41, "Routing and Transmittal Slip," nmay be used
instead of a transmttal letter. (Revised 01-12-94, PN 217.)

(b) Form AD- 311, "Speed-Menp." This is a three-part snapout form which
may be used for informal correspondence between offices.

(c) FormRD 2033-5, "Request for Future Delivery of File(s) and/or
Establishing a FolTowup.”™ This formnay be used to request the Centra
FilTe Unit (CFU) to send a specific file on a future date.

(d) FormRD 142-1, "Correspondence Referral ." This formmay be used to
refer Tetters to other agencies for reply (see Exhibit D of this
subpart). Such letters, EXCEPT Congressionals, may or may not be

acknow edged before referral, depending on the nature of the

cor respondence.

(e) Form RD 2006-6, "d earance and Routing of FmHA |Issuance." This
formnust be used for unnunbered Tetters and Administrative Notices
requiring clearance fromthe Regul ations Analysis and Control Branch
GSS and the Admi nistrator and for correspondence requiring clearance or
signature in another office. This formshould be stapled to the
"Oficial Agency File Copy" prior to sending the docunent to the CFU

5
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§2030. 108 Legislative reports.

The O fice of Management and Budget defines a |egislative report as "any
witten expression of official views on pending bills or resolutions prepared
by an agency for transmttal to any commttee nmenber or officer of Congress.”
Reports are usually requested by Congressional conmttees or by individual
menbers of Congress. They may also be initiated by an agency on any
| egislative matter or a proposed bill. See Exhibit F of this subpart for
procedures and guides in devel oping |egislative reports and requests for
drafting services.

§2030. 109 Statenent of action on General Accounting Ofice (GAO reports.

This report is a USDA statement of action taken on the reconmendati on of
the GAO. The statenent is prepared by the Agency and is routed for clearance
and signature by Form AD- 114, "Executive Correspondence Jacket." (See Exhibit
G of this subpart for instructions on preparing this report.)

§2030. 110 Preparation of envel opes and | abel s.

The following format (see Exhibit H of this subpart) will be used in
preparing envel opes:

(a) Use all capital letters
(b) No punctuation
(c) Abbreviate street suffixes. (See Exhibit I of this subpart.)

(d) Abbreviate states and territories. (See Exhibit J of this
subpart.)

(e) Use Zip + 4, when avail able.

Al'l envel opes prepared in FnHA nust reflect this format. This format will
reduce postal costs for all Government agencies.

§2030. 111 Types of envel opes and nailing | abels.

Provi de envel opes | arge enough to adequately contain all encl osures.
However, to keep postage costs at a m ninmum use the snallest envel ope
possi bl e to accommopdat e t he encl osure.

(a) Bulk mail envel opes. These envel opes are prepared by the
Departnmental Mail Unit, room 0421, to transmt mail to each State O fice
and Finance Ofice. Therefore, individual envelopes will not be
prepared for these offices except "FOR OFFI Cl AL USE ONLY" correspondence
as prescribed in 82030.113 of this subpart.

(Revi sed 01-12-94, PN 217.)

(b) Wndow envel opes. These envel opes will be used, when applicable,
to elimnate one typing operation and the possibility of transcription




errors. They also elimnate the tine-consum ng process of matching
letters to envel opes.

6
(Revi sion 2)
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§2030. 111 (Con.)

(c) Envel opes wi thout the Postage and Fees Paid Indicia (Metered Mil
Systen). The National Ofice is using the netered mail system The
postage for all outgoing mail will be applied by the

Departnmental Mail Unit with the exception of Secretarial letters.
(Revi sed 01-12-94, PN 217.)

(d) Standard Form 65-B, "U.S. CGovernment Messenger Envel ope."
Messenger envel opes must now be used for all nmail addressed to FnHA
of fi ces and ot her USDA agencies within the Departnment's D.C. conpl ex.
To assure proper delivery, the Agency/Unit, addressee's nane, Ag Box
nunber (See Exhibit C) and building nust be shown on the nessenger
envel ope. (Revised 01-12-94, PN 217.)

(e) Certified mail services. When certified mail service is required,
the sender is responsible for filling out the necessary fornms. On PS
Form 3811, "Donestic Return Receipts,” item3, should contain the
receiver's address, item4 should contain the article nunmber (which is

t he nunmber on the PS Form 3800, "Certified Mail Receipt"), and the type
of service requested as certified. Also, fill out the return address on
the reverse side of PS Form 3811. The PS Form 3800 only needs the
receiver's address to be conpleted. Paper clip or fasten both forns to
t he package and send to the Departnental Miil Unit for shipping.

(Revi sed 01-12-94, PN 217.)

(f) Non-standard mail. First ass mail will be non-standard if any of
the follTowng size imtations are exceeded and the WEIGHT i s one ounce
or less:

(1) Length exceeds 11 1/2 inches, or
(2) Height exceeds 6 1/8 inches, or
(3) Thickness exceeds 1/4 inch, or

(4) The length divided by the height is equal to | ess
than 1.3 or nore than 2.5.

Exanpl e: Pl aci ng one or two pieces of paper
flat in a 9" x 12" envel ope

A $.10 surcharge will be levied against First Cass mail weighing
one ounce or |less and not neeting the above-size limtations. 1In
order to avoid the penalty surcharge, fold all material that permts
fol ding and use the smallest size envel ope to adequately accommobdat e
the enclosure. This is especially applicable to travel vouchers
being mailed to the National Finance Center, New Ol eans, Louisiana.

7
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§2030. 111 (f)(4) (Con.)

(i Al FmHA mail must be processed through the Departnent al
Mail Unit. (Revised 01-12-94, PN 217.)

(ii) 1f, after the | ast nmessenger pickup, you have mail that
shoul d be sent that day, it nust be hand-carried to Room 0421,
the Departnental Miil Unit by 4:00 p.m The reason for this
deadline is that the postage neter is shut down at 4:30 p.m
and daily readings of the neter are taken. (Revised 01-12-94,
PN 217.)

§2030. 112 Mail pick-up nmessenger service.

(a) National Ofice. Place all outgoing letters in the "QUT" box as
early as possible each day. Each office is responsible for hand-
carrying to the next office inportant "deadline"-type correspondence,

i ncluding all correspondence assigned a control nunber by EC&R  Speci al
messenger service is not available for this purpose. Schedul ed
messenger mail pickup trips (time for |eaving Departnmental Ml Unit)
are:

9:00 a.m 2:40 p.m
11: 00 a. m 4:00 p.m (Admnistrator's
O fice only)

(b) Park Center. This service is fromthe Departmental Ml Unit to
NAS and Planning and Analysis Staff. |If special pickup or delivery is
requi red, arrangenents should be nade with the Departrmental Ml Unit.
(Revi sed 01-12-94, PN 217.)

8
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§ 2030.112 (Con.)

(c) School Street. Do not address any USPS nmail to the Equal
Qpportunity Staff (ECS), Human Resources (HR), or Procurenent Managenent
Staff (PM5) at 501 School Street SW, Washington, D.C. The follow ng
address shoul d be used as an exanpl e:

(Revi sed 01-12-94, PN 217.)

JOHN DCE

EQUAL OPPORTUNI TY STAFF
Rur al Devel opnent / USDA
AG BOX 0703

WASHI NGTON DC  20250- 0703

(1) The Departmental Mail Unit will sort mail for School Street and
have it delivered.

(2) Mail will be delivered twice a day to School Street. There
will be one drop and collection point for floors one and three and
two drops and collection points on floor two. Ml will be
collected from School Street and returned to the Departnental Mil
Unit twice a day.

§ 2030.113 "FOR OFFI G AL USE ONLY" correspondence.

The term "FOR OFFI CI AL USE ONLY" will be used in identifying nondefense
classified material which requires limted access handling or restricted
processing. No other termw || be used.

(a) "FOR OFFICI AL USE ONLY" will be placed two |ines above the subject
of an infornmal letter, or two |lines above the inside address of a fornal
letter, flush with the |left margin.

(b) WMaterial designated "FOR OFFI CI AL USE ONLY" should be placed in a
pl ai n envel ope and identified as such when sent by bulk mail. |[If the
envel ope is to be opened only by the one to whomit is addressed, "FOR
OFFI CI AL USE ONLY--TO BE OPENED BY ADDRESSEE ONLY" will be shown on the
envel ope.

§ 2030.114 Federal Express. (Added 01-12-94, PN 217.)

(a) Al Federal Express letters and packages should be placed in

envel opes or boxes before they are sent to the Supply Unit for
processing. Wite the sender's name and room nunber, the recipient's
address (including the room suite, or apartnent nunmber) on the package,
or the state abbreviation for a State Ofice. Federal Express will not
deliver to a Post Ofice box.

9
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§ 2030.114 (Con.)

(b) When time is of the essence, hand carry Federal Express itenms to
room 0375-A. Al packages nust be received in the Supply Unit no | ater
than 3: 00 p.m Packages received after 3:00 p.m are not guaranteed to

be processed on the date they are received.
(Revi sed 06-29-94, PN 227.)

(c) Federal Express airbills are prepared in the Supply Unit.

(d) Overnight service will not be used on Fridays or the day before a
hol i day unless a record is nmaintained of why the package needed to be
sent via overnight services and the record shows the nane and tel ephone
nunber of the person who will accept the package at the delivery address
on a Saturday, Sunday, or holiday.

(Added 05-17-95, PN 245.)

§ 2030.115 Personal correspondence. (Renunmbered 01-12-94, PN 217.)

Thi s subpart does not restrict in any way the right of an enpl oyee to
correspond with any person or public official with respect to matters of
concern to the enployee as a private citizen. Al enployees, however, are
advi sed to acquaint thenselves fully with the provisions of RD Instruction
2045- CC

§§ 2030.116 - 2030.150 [Reserved]

Attachnents: Exhibits A [Reserved], B, C, D, E [Reserved], F, G H I, J,
and K
o000
10
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UNNUMBERED LETTERS

SUBJECT: Preparation and Processing
TO

ATTENTI ON:

Unnunbered letters are witten conmuni cations in the menorandum f or mat
addressed to all State Directors, National Ofice Oficials, all Rural

Devel opnment enpl oyees, all National Ofice enployees, or all field office

enpl oyees. Unnunbered letters will be used to provide general information and
not to establish, change, or nodify authorized directives.

. Requirenents.

a. Sufficient tinme nust be allowed for the necessary cl earances,
final signature, date-stanping, issuance, and tinely arrival.

b. Attachments nmust be indicated in the body of the letter and bel ow
t he signature bl ock.

c. Unnunbered letters nust be sent by electronic mail (except
letters with attachnments that are not on the conmputer) to
State/ Area/ Local O fices and National Ofice Oficials.

d. Provide unnunbered letters to the Regul ati ons and Paperwor k
Managenent Branch (RPMB) on a disk so that they can be posted on the
Internet. Notify RPMB if the unnunbered letter contains sensitive

i nformati on and shoul d not be posted on the Internet.

2. Preparation.

a. An "ATTENTION' line should be placed below the "TO' |line on all
unnunbered letters requiring action or attention by State Ofice
enpl oyee(s) other than the State Director. Attention lines help
State O fice personnel to quickly route letters to the intended
recipient(s).

EXPI RATI ON DATE: April 30, 2000 FI LI NG | NSTRUCTI ONS:
Adm ni strative/ & her
Pr ogr ans

(07-12-00) PN 321
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b. Place the "EXPI RATI ON DATE" at the bottomleft corner of the
first page. The expiration date is the responsibility of the
originator and may be any period up to a year fromthe date of the
letter.

c. Place "FILING INSTRUCTI ONS* at the bottomright corner of the
first page. The originator is responsible for designating one of the
follow ng three broad programareas as the filing instructions:
Housi ng Prograns, Comunity/Busi ness Prograns, and

Adm ni strative/ O her Prograns.

Cl earance and Signature Authority.

a. The originating office is responsible for obtaining the necessary
cl earances. Place Form RD 2006-6, "C earance and Routing of Rura

Devel opnment |ssuance,”™ on top of the original, fill in the applicable
cl earance officials on the formand forward the docunent to the first
clearance official. |If the final is changed during cl earance by a

clearing official, the official agency file copy of the origina
cont ai ni ng the page change should be stapled to the corrected

of ficial agency file copy. The |egend should be updated to reflect
the name of the official requiring the revision

b. RPMB will reviewthe letter after staff office clearances, but
before the Ofice of the General Counsel (OXC) clearance (if
necessary) and signature by the Adm nistrator or other official with
del egated aut hority.

Di stribution of Unnunmbered Letters.

a. After the unnunbered letter is signed, it will be returned to
RPMB for a final check and given to the originating office to send
electronically if appropriate. After electronic transm ssion, the
originating office will return the unnunbered letter (both hard copy
and disk) to RPMB.

b. Unnunbered letters transmtted electronically will not be
reproduced except for the required file copies.
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c. Unnunbered letters not transmtted electronically will be
duplicated and distributed by RPMB.

d. \When special attachnents such as preprinted panphlets, diskettes,
etc. are prepared, RPMB will return the letter to the division/staff
for assenbly.

5. Filing.

After distribution, the original letter, with any extra copies will be

returned to the originating office and retained for no I onger than 1

year. Future requests for extra copies of an unnunmbered |letter should
be referred to the originating office.

JAMES L. DCE
Adm ni strat or

Attachnents (if appropriate)

(See the Rural Devel opment Correspondence Manual for the appropriate
El ectronic Ml statenent.)

0o
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1)

c. Place "FILING I NSTRUCTI ONS* at the bottomright corner of the
first page. The originator is responsible for designating one of the
follow ng four broad programareas as the filing instructions:

Far mer Prograns; Housing Programns; Community/Business Prograns; and
Adm ni strative/ ot her prograns.

Cl earance and Signature Authority.

a. The originating office is responsible for obtaining the necessary
cl earances. Place Form RD 2006-6, "C earance and Routing of FnHA

| ssuance,” on top of the original, fill in the applicable clearance
officials on the formand forward the docunent to the first clearance
official. If the final is changed during clearance by a clearing

official, the official agency file copy of the original containing
t he page change should be stapled to the corrected official agency
file copy. The |egend should be updated to reflect the nanme of the
official requiring the revision.

b. The Regul ations Analysis and Control Branch (RACB), Cenera
Services Staff (GSS), will reviewthe letter after staff office

cl earances, but before the Ofice of the General Counsel (OG0
clearance (if necessary) and signature by the Adm nistrator or other
of ficial of delegated authority.

c. After the unnunbered letter is signed, the Admnistrator's office
will return the letter to RACB to be recorded and prepared for
reproduction and/or distribution.

El ectronic Mail Transm ssion.

a. The General Services Branch (GSB), GSS, will call the originating
office to tell themthe date and signee of the docunent. (Revised
08-11-93, PN 210.)

b. After this information is entered on the letter, the letter wll
be transmtted to the fnmha.adm n nail box.

Printing and Distribution of Unnunbered Letters.

a. Unnunbered letters transmitted electronically will not be
reproduced except for the required file copies.
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b. Unnunbered letters not transmitted el ectronically to National
Ofice Oficials and/or State Directors will be duplicated and
distributed by RACB. Letters addressed to State Directors, District
Directors and County Supervisors will be reproduced and distri buted
by the Finance Ofice.

c. \When special attachnents such as preprinted panphl ets, diskettes,
etc. are prepared, RACB will return the letter to the division/staff
for assenbly.

6. Filing.

After distribution, the original letter, with any extra copies will be

returned to the originating office and retained for no | onger than one

year. Future requests for extra copies of an unnunmbered letter should
be referred to the originating office.

JAMES L. DCE
Adm ni strator

Attachnents (if appropriate)

(See the FnHA Correspondence Manual for the appropriate El ectronic Mail
statement.)

0o

(03-11-92) PN 183



RD I nstruction 2030-C
Exhibit C
Page 1

FmHA AG BOX CCDE

Ag Box Codes replace the use of room nunbers on internal and external

envel opes. The first 2 digits of the code identifies the Agency and the | ast
2 digits identifies the organizational unit within the Agency. The Ag Box
Codes al so represent the ZIP + 4 codes.

ROOM OFFI CE/ DI VI SI ON AG BOX CODE
0373 Mai | Stagi ng Area 0700
5014 Admi ni strator 0701
5022 Executive Asst to the Adm nistrator 0702
SchSt 2nd Fl Equal COpportunity Staff 0703
2905 Large Loan Servicing G oup 0704
5037 Legislative Affairs & Public Information Staff 0705
5406 Executive Secretariat Staff 0706
5410 Pl anning & Analysis Staff 0707
1030 PC Pl anni ng & Eval uation Branch 0708
1020 PC Nati onal Appeals Staff 0709
5007 Deputy Adm n. for Managenent 0720
5040 Asst. Admin. for Budget, Finance & Mynt. 0721
6900 Budget Divi sion 0722
6867 Travel Unit 0723
6446 Fi nanci al & Managenent Anal ysis Division 0724
6430 Managenent Anal ysis Branch 0725
SchSt 3rd F Assi stant Administrator for Human Resources 0730
SchSt 1st Fl Enmpl oyee Rel ati ons Branch 0731
SchSt 1st FL Human Resources Devel opnent & Training Staff 0732
5031 Assi stant Adm nistrator for Pro. & Admin. Sup. 0740
SchSt 2nd F Procurement Managenent Staff 0741
6347 General Services Staff 0742
6348 Regul ati ons Anal ysis & Control Branch 0743
6864 General Services Branch 0744
0375A Supply Unit 0745
0361 Space Unit 0746
0361 Central File Unit 0747
5031 Asst. Administrator for Information Sys. Mgnt. 0750
5324 Managenent Support Staff 0751
Rossl yn I nformati on Resources Managenent Division 0752
6404 Appl i cati ons Managenent D vision 0753
Rossl yn Applications Mgnt. Div./DSQAB & ASDB 0754
6409 I nformati on Systens Managenent 0755

(01-12-94) PN 217
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ROOM

5024
6309
4923

5019
1100
4919
5438
5449

5013
5337
5321
5334
5307

0421

5045
5405

5050
6321
6304
6322

PC

OFFI CE/ DI VI SI ON

Deputy Admin. for Program Qperations
Program Support Staff
Speci al Prograns

Asst. Adm n. for Farner Prograns
Emer gency Desi gnation Staff
Pr ogram Devel opnent St aff
Loan Maki ng Division
Loan Servicing & Property Mnt. D vision

Asst. Admi n. Housing
Mul ti-Fam |y Housing Processing D vision
Miul ti-Famly Housing Serv. & Prop. Mgnt. Div.
Single Fam |y Housing Processing Division
Single Famly Housing Serv. & Prop. Mgnt. Div.

RDA AG BOX CODE

OFFI CE/ DI VI SI ON
Mai | Stagi ng Area
Admi ni strator

Strategy Devel opnent Staff

Per sonnel Liaison for FrHA and RDA

Asst. Admin. for Financial Prograns

Busi ness & Industry Division

Conmmunity Facilities Division
Water & Waste Division

000

AG

AG

BOX CCDE

0760
0761
0762

0770
0771
0772
0773
0774

0780

0781

0782

0783

0784

BOX CCDE

3200

3201
3202

3220
3221
3222
3223
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I LEGQ SLATI VE REQUEST FOR A REPCRT:

A VWen the Departnent receives a request from Congress for a
| egislative report (letter), the incomng letter is routed by the Ofice of
Congressional Relations (OCR) to the Legislative, Regulatory and Aut omated
Systens Division (LRAS), Ofice of Budget and Program Anal ysis. The LRAS then
sends the incomng letter to the legislative control office of the appropriate
agency with a Yellow Jacket. The Legislative Affairs and Public Information
Staff (LAPIS) is the control office for all |egislative requests handl ed by
the Farners Home Adm nstration (FrmHA).

1 Upon recei pt fromLRAS, these requests are | ogged by
LAPI' S and hand-carried to the responsi bl e Assistant Adm ni strator

2 After the letter is prepared by the originating office
indraft form it will be hand-carried to the LAPIS Director for
review before final typing. The LAPIS is responsible for obtaining
cl earances by all FnHA officials. After the letter is signed on
t he sal non copy by the Admnistrator, it is hand-carried to the
Ofice of the General Counsel (OGC) for policy clearance.

B Time Limt for Reply. Legislative reports should be answered
within the deadline date appearing on the Yell ow Jacket or, in the absence
of a deadline date, within 7 cal endar days.

C Preparation Quides for Witing Legislative Reports. 1In the
devel opment of |egislative reports, the follow ng paragraph content
outline, as prescribed in Title 6 of USDA Adm ni strati ve Regul ati ons,
shoul d be followed in the order listed (see Attachment 1 to this exhibit
for a sanple legislative report requested by Congress).

1 FI RST PARAGRAPH. Acknow edge request for report.

2 SECOND PARAGRAPH. State specific position of the
Departnment with respect to enactnment of the bill as foll ows:

a Favor: "The Department of Agriculture recomrends
that the bill be enacted."

b ppose: "The Departnent of Agriculture does not
recommend enactnent of this bill."

(I'n no case will the word "oppose" be used in
di ssapproving a bill.)

(03-11-92) PN 183
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c Favor with Amendnments: "The Departnent of
Agriculture recommends that the bill be enacted if anmended
to..." (Describe the nature and purpose of the proposed
amendnent (s) and then attach the specific |anguage to the
report.)

d No Obj ection: "The Department of Agriculture has
no objection to the enactnment of this bill."

e Defer to Gt her Departnent: "The Departnent of
Agriculture defers to si nce " (Gve
reason for deferring, such as "this bill does not directly
af fect the operations of the Departnent.")

3 SUBSEQUENT PARACGRAPHS. Provide a concise statenent of
t he purpose and the principal provisions of the bill; references
to previous reports and bills, if applicable; statenent of
probabl e effects the bill would have if enacted; financial
aspects; environnmental effect and Gvil Rights consideration
when applicable, etc.

4 FI NAL PARAGRAPH. One of the follow ng standard O fice
of Managenment and Budget (OVB) advi ce paragraphs shoul d be used,
as appropriate:

a No Objection. "The Ofice of Managenent and Budget
advises that there is no objection to the presentation of this
report (in the case of proposals initiated by the
Departnment, say "proposed | egislation" instead of "report")
fromthe standpoint of the Adm nistration's program”

b Consistent Wth: "The O fice of Managenent and
Budget advises that there is no objection to the presentation
of this report and that enactnent of this legislation (or
proposed legislation if initiated by the Departnent) woul d
be consistent with the Adm nistration's objectives."

c In Accord: "The Ofice of Managenent and Budget
advises that there is no objection to the presentation of
this report and that enactment of (bill nunber or this

proposed | egislation) would be in accord with the
President's program”

I LEQ SLATI ON PROPCSED BY THE DEPARTMENT :

A VWhen a proposed bill is initiated in FrHA, a letter of
transmttal to the Speaker of the House of Representatives will be
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prepared. This letter will follow the same format as prescribed in
paragraph I C of this exhibit EXCEPT the opening paragraph will describe
the proposed bill. (See Attachnent 2 to this exhibit for sanple letter.)

B After preparation and cl earance by the originating office only,
the transmittal letter and attachnment(s) will be hand-carried to LAPIS for
further processing.

C VWen the proposed | egislation has been cleared by the Depart nent
and OVB, a second letter of transmttal (with attachnents), identical to
the one for the Speaker of the House of Representatives, will be prepared
for the President of the Senate.

11 REPORT ON ENROLLED BILL:

After a bill has been passed by Congress and is ready for
Presidential action, it is referred to as an "enrolled bill."

A The OMB requests the comments and reconmendati ons of the
i nterested departnents and agencies. The report (letter) to OVB should
closely follow the comrents made in the original |egislative report on the
proposed bill, with a recommendation for approval or disapproval included
as the second paragraph of the report.

B VWen a veto is recommended, the report nust be acconpanied by a
draft of a veto nmessage. The veto nmessage will be typed doubl e- spaced on
plain 8 1/2 x 14 bond paper, directed to the Branch of Congress in which
t he neasure ori gi nat ed.

C Reports on enrolled bills are prepared within 24 hours and w |l
be hand-carried to LAPI S upon preparati on and cl earance by the originating
office. Division and Staff offices should anticipate ahead of tine the
passage of bills noving in Congress and draft an enrolled bill report
before the bill is actually passed. (See Attachnent 3 to this exhibit for
sample letter.)

IV DRAFTI NG SERVI CE:

Cccasional Iy, Congressional Committees or individual nenbers of
Congress request our Agency to assist in drafting proposed | egislation or
provide simlar technical services. The LAPIS should be informed of this
request and a copy of the request forwarded to them They in turn will
i nform L&R and the Ofice of the Secretary. |If possible, this should be
done before the service is rendered. The OCC cl earance nust be obtai ned
before rel ease of drafts of proposed |egislation
(03-11-92) PN 183
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No recommendati ons or indications of favor or disfavor in regard to
such drafts will be made unl ess Departnental and OVB approval have been
secured. An appropriate statenment for inclusion as the last itemof the
transmittal letter for such a draft is: "The enclosed draft bill has been
prepared as a drafting service only, and should not be construed as an
i ndication of the position of this Department on the draft |egislation.”
(See Attachnment 4 to this exhibit for sample letter.)

0o
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LEQ SLATI VE REPORT REQUESTED BY CONGRESS

Honorable E (Kika) de la Garza

Chai rman, Committee on
Agriculture

U S. House of Representatives

Washi ngt on, DC 20515

Dear M. Chairnan

This is inreply to your request for a report on HR 3696, a bill "To amend
the eligibility requirements for an energency |loan fromthe Farmers Hone
Adm nistration.” The bill would nake energency | oans available to

nonciti zens.
The Departnent of Agriculture recomends that the bill be enacted.

Emergency | oans are made to indemify eligible farmers, ranchers, and oyster
planters for |losses resulting fromdisasters. There is no justification for
treating aliens legally admtted for pernmanent residence

differently than U S. citizens with regard to energency | oans.

W are not in a position to accurately estimate the cost of the proposed
amendnent for the current and next 5 fiscal years, but any cost for maki ng and
servicing |loans to such applicants will be handled within the existing

aut hori zation for each fiscal year. However, based on |limted nunber of
inquiries to the Departnent, the nunber and anobunt of emergency | oans to
noncitizen farners or ranchers mght be about 60 per year for approximately
$10, 000 each or a total of $600,000 annually.

The O fice of Managenment and Budget advises that there is no objection to the
presentation of this report fromthe standpoint of the Adm nistration's
progr am

Si ncerely,

EDWARD MADI GAN
Secretary

(See reverse for required
copi es and order of assenbly)
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REQUI RED CCPI ES:

Oiginal - Ofice of the Secretary blue print letterhead bond
2 courtesy copies - Ofice of the Secretary blue print letterhead tissue
*6 Office of the Secretary blue print letterhead tissues for Ofice of
Managenent and Budget (QVB)
1 sal non tissue - EC&R
*1 white tissue - EC&R
1 white tissue - Under Secretary for Small Comunity and Rura
Devel opnment, SEC - Room 219-A
*1 white tissue - Deputy Under Secretary for Small Community and Rura
Devel opnment, SEC - Room 219-A
1 white tissue - Central File Unit (CFU), FnHA
*2 white tissues - Central File Unit (CFU), FnHA
1 white tissue - Reader File circulated to the Adm nistrator and staff
*1 white tissue - the applicable Assistant Adm nistrator, FnHA
*2 white tissues - Legislative Affairs and Public Information
Staff (LAPIS), FrmHA
*2 white tissues - Budget Division (BU, FnHA
*1 white tissue - Ofice of the General Counsel (OG0
*2 white tissues - initiating office

*These copi es may be nmade by copy machine provided the letterhead is
shown on copies for OVB

ASSEMBLY:

Yel | ow Jacket

Oigi nal

Courtesy copies

Encl osure(s) (if any)

VWites - for OB (with copies of enclosures, if any)

Sal mon - EC&R (with copies of enclosure(s), if any, the original incomng

letter and bill)

Wite - EC&R

VWhite - Under Secretary for Small Community and Rural Devel opnent (with
copi es of enclosure(s), if any, the incomng letter and bill)

VWhite - Deputy Under Secretary for Small Conmmunity and Rural Devel opnent

VWhite - Budget Division, FnHA (with copies of enclosure(s), if any, the
incomng letter and bill)

VWites - Central File Unit (CFU), FnHA

VWhite - OGC (with copies of enclosure(s), if any, the incomng letter and

bill)

VWiite - initiating office

VWhites - LAPIS (with copies of enclosure(s), if any, the incomng letter
and bill, and for LAPIS only, a copy of the Yell ow Jacket)
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Insert the following informati on on these copies:

cc:

OVB (6)

EC&R - (2)

SEC - Under Secretary for Small Community and Rural Devel opnent

SEC - Deputy Under Secretary for Small Community and Rural Devel opnent
OGC (1)

FHA Files (3)

AD - LAPIS (2)

BU (2)

(List recipients of copies required by initiating office)

FrHA: B&l : FThonpson: af ¢c: 382- 0000: 7- 1- 90
Rewr i tten: FHA: B&l : FThonpson: af ¢: 382- 0000: 7- 1- 90

(At request of John Doe, OGC: 447-0000
ENROLLED ENACTMENT - H R 3696 (Yellow Jacket No.)

0o
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REPORT ON LEG SLATI ON PROPCSED BY THE DEPARTMENT

Honor abl e Thormas S. Fol ey

Speaker of the U S. House
of Representatives

Washi ngt on, DC 20515

Dear M. Speaker:

Encl osed for the consideration of Congress is a draft bill to anend
Title V of the Housing Act of 1949, as anended, to extend veterans' preference
for housing loans to veterans of the post-Korean era.

The Departnent of Agriculture reconmends that this draft be enacted. Section
507 of the Housing Act of 1949 directs that preference be given to veterans
and to famlies of deceased servicenen who apply for rural housing | oans. The
bill would anmend Section 507 to include as "veterans"” those persons who served
in and were di scharged on other than di shonorable conditions fromthe mlitary
forces of the United States during the period beginning after January 31

1955, and ending on August 4, 1964, or during the Viethamera (as defined in
Section 101 (29) of Title 38, United States Code). The term "deceased

servi cenen” woul d be expanded to include persons who died in mlitary service
during this sane period. These changes woul d extend the preference provisions
so as to add the Vietnamera and the post-Korean conflict period to the tine
intervals already covered by Section 507. This proposed change is consistent
with the national policy of recognizing the fairness of according veterans and
the famlies of deceased servicenmen special treatnment in various ways.

Section 102 (2) (c) of Public Law 91-190 does not apply to this |egislation.
Therefore, an environnental statenent is not encl osed.

An identical letter has been sent to the President of the Senate
The O fice of Managenment and Budget advises that there is no objection to the
presentation of this proposed |egislation fromthe standpoint of the

Adm nistration's program

Si ncerely,

EDWARD MADI GAN
Secretary

(See reverse for required
copi es and order of assenbly)
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REQUI RED CCPI ES:

Oiginal - Ofice of the Secretary blue print letterhead bond
2 courtesy copies - Ofice of the Secretary blue print letterhead tissue
*6 Office of the Secretary blue print letterhead tissues for Ofice of
Managenent and Budget (QVB)
1 sal non tissue - EC&R
*1 white tissue - EC&R
1 white tissue - Under Secretary for Small Comunity and Rura
Devel opnment, SEC - Room 219-A
*1 white tissue - Deputy Under Secretary for Small Community and Rura
Devel opnment, SEC - Room 219-A
1 white tissue - Central File Unit (CFU), FnHA
*2 white tissues - Central File Unit (CFU), FnHA
1 white tissue - Reader File circulated to the Adm nistrator and staff
*1 white tissue - the applicable Assistant Adm nistrator, FnHA
*2 white tissues - Legislative Affairs and Public Information
Staff (LAPIS), FrmHA
*2 white tissues - Budget Division (BU, FnHA
*1 white tissue - Ofice of the General Counsel (OG0
*2 white tissues - initiating office

*These copi es may be nmade by copy machine provided the letterhead is
shown on copies for OVB

ASSEMBLY:

Yel | ow Jacket

Oigi nal

Courtesy copies

Encl osure(s) (if any)

VWites - for OB (with copies of enclosures, if any)

Sal mon - EC&R (with copies of enclosure(s), if any, the original incomng

letter and bill)

Wite - EC&R

VWhite - Under Secretary for Small Community and Rural Devel opnent (with
copi es of enclosure(s), if any, the incomng letter and bill)

VWhite - Deputy Under Secretary for Small Conmmunity and Rural Devel opnent

VWhite - Budget Division, FnHA (with copies of enclosure(s), if any, the
incomng letter and bill)

VWites - Central File Unit (CFU), FnHA

VWhite - OGC (with copies of enclosure(s), if any, the incomng letter and

bill)

VWiite - initiating office

VWhites - LAPIS (with copies of enclosure(s), if any, the incomng letter
and bill, and for LAPIS only, a copy of the Yell ow Jacket)
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Insert the following informati on on these copies:

cc:

OVB (6)

EC&R - (2)

SEC - Under Secretary for Small Community and Rural Devel opnent

SEC - Deputy Under Secretary for Small Community and Rural Devel opnent
OGC (1)

FHA Files (3)

AD - LAPIS (2)

BU (2)

(List recipients of copies required by initiating office)

FrHA: B&l : FThonpson: af ¢c: 382- 0000: 7- 1- 90
Rewr i tten: FHA: B&l : FThonpson: af ¢: 382- 0000: 7- 1- 90

(At request of John Doe, OGC: 447-0000
ENROLLED ENACTMENT - H R 3696 (Yellow Jacket No.)

0o
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REPORT ON ENRCLLED BI LL

Honorabl e Richard G Darnan

Director, Ofice of
Managenent and Budget

Washi ngt on, DC 20503

Dear M. Darnan:

In reply to the request of your office, the followi ng report is submtted
on the enrolled enactnment of S. 3062, "The Disaster Relief Act of 1974."

This bill enlarges upon existing disaster |aws, providing greater
opportunity for coordination of effort between Federal agencies and with
the individual States suffering disasters.

The Departnent of Agriculture recomends that the President approve the
bill.

Agenci es of the Departnent specifically affected by the bill include
Agricultural Stabilization and Conservation Service, Forest Service,
Farmers Home Administration, Food and Nutrition Service, and Rura

El ectrification Adm nistration.

In nost aspects the agencies are left in the same relative position as
under previous |aw. For exanple, the energency |oan program of Farners
Honme Admi nistration authorized under the Consolidated Farmand Rura
Devel opnment Act, as anended by P.L. 93-237, continues in effect. The
Secretary would retain designation authority for disasters not of
Presidential major disaster scope.

Si ncerely,

EDWARD MADI GAN
Secretary

(See reverse for required
copi es and order of assenbly)
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REQUI RED CCPI ES:

Oiginal - Ofice of the Secretary blue print letterhead bond
2 courtesy copies - Ofice of the Secretary blue print letterhead tissue
1 salnmon tissue - Executive Correspondence & Records (EC&R)
*1 white tissue - EC&R
1 white tissue - Under Secretary for Small Comunity and Rura
Devel opnment, SEC - Room 219-A
*1 white tissue - Deputy Under Secretary for Small Community and Rura
Devel opnment, SEC - Room 219-A
1 white tissue - Central File Unit (CFU), FnHA
*2 white tissues - Central File Unit (CFU), FnHA
1 white tissue - Reader File circulated to the Adm nistrator and staff
*1 white tissue - the applicable Assistant Adm nistrator, FnHA
*2 white tissues - Legislative Affairs and Public Information
Staff (LAPIS), FnmHA
*2 white tissues - Budget Division (BU, FnHA
*1 white tissue - Ofice of the General Counsel (OG0
*2 white tissues - initiating office

*These copi es may be nmade by copy nachi ne.

ASSEMBLY:

Yel | ow Jacket

Oigi nal

Courtesy copies

Encl osure(s) (if any)

Sal mon - EC&R (with copies of enclosure(s), if any, the original inconng

letter and bill)

Wite - EC&R

VWhite - Under Secretary for Small Community and Rural Devel opnent (with
copi es of enclosure(s), if any, the incomng letter and bill)

VWhite - Deputy Under Secretary for Small Community and Rural Devel opnent

VWhite - Budget Division (with copies of enclosure(s), if any the incom ng
letter and bill)

VWites - Central File Unit (CFU), FnHA

VWhite - OGC (with copies of enclosure(s), if any, the incomng letter and

bill)

VWiite - initiating office

VWhites - LAPIS (with copies of enclosure(s), if any, the incomng letter
and bill, and for LAPIS only, a copy of the Yell ow Jacket)
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I NSERT THE FOLLOW NG | NFORVATI ON ON THESE COPI ES:

cc:

EC&R - (2)

SEC - Under Secretary for Small Community and Rural Devel opnent

SEC - Deputy Under Secretary for Small Community and Rural Devel opnent
OGC (1)

FHA Files (3)

AD - LAPIS (2)

BU (2)

(List recipients of white copies required by initiating office)

FrHA: B&l : FThonpson: af ¢c: 382- 0000: 7- 1- 90
Rewr i tten: FHA: B&l : Ft honpson: af ¢: 382- 0000: 7- 1- 90

(At request of John Doe, OGC: 447-0000)
ENROLLED ENACTMENT - S. 3062 (Yellow Jacket No.)

0o
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DRAFTI NG SERVI CE PROVI DED BY FnHA

Honor abl e Strom Thur nond
United States Senate
Washi ngt on, DC 20510

Dear Senat or Thur nond:

Pursuant to the request froma menber of your staff, we have drafted the
enclosed bill. The bill would anend the Consolidated Farm and Rura

Devel opment Act to allow the making of |oans for conmunity facilities to
borrowers located in nonrural areas provided the facilities will primarily
serve rural residents.

The encl osed draft bill has been prepared as a drafting service only, and
shoul d not be construed as an indication of the position of this
Department on the draft legislation. (Required copies sane as for cover
letter. No initials required on bill).

Si ncerely,

JOHN P. HEAD
Adm ni strator

Encl osure(s)

(See reverse for required
copi es and order of assenbly)
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REQUI RED CCPI ES:

Oiginal - FrHA letterhead bond
2 courtesy copies - FnHA letterhead tissue
*4 FnHA | etterhead tissue - Legislative, Regulatory and Automated
Systens Division (LRAS), OBPA
1 white tissue - Central File Unit (CFU), FnHA
*2 white tissues - Central File Unit (CFU), FnHA
1 whites tissue - Reader File circulated to the Adm nistrator
and Staff
*1 white tissue - Ofice of the General Counsel (OG0
*1 white tissue - applicable Assistant Adm nistrator
*2 white tissues - Legislative Affairs and Public Information
Staff (LAPIS)
*2 white tissues - initiating office

*These copi es may be nmade by copy nachi ne.
ASSEMBLY:

Oiginal letterhead
Courtesy letterhead tissues
Encl osur es

Envel ope

4 letterhead tissues (W copies of enclosure and incoming letter) -
LRAS, OBPA

VWite - Central File Unit (CFU), FnHA (with copies of enclosure). Staple
incomng letter, if any, beneath this copy.

VWites - Central File Unit (CFU), FnHA

VWiite - initiating office

VWite - OGC (with copies of enclosure and inconming letter)

VWite - LAPIS (with copies of enclosure)

I NSERT THE FOLLOW NG | NFORVATI ON ON THESE COPI ES:

cc:
OBPA - LRAS (4)

oGcC

LAPI S

(List recipients of copies required by initiating office)

B&l : TWones: asg: 447-0000: 7- 1- 90
(When request for drafting service is made by tel ephone, show on the

file copies the date of the call, the nane of the requester, and the
nane of the individual to whomthe request was nade.)
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A BILL
To anend Title V of the Housing Act of 1949 to permit rural housing site
loans to be made to all type applicants and to permt the sale of the

devel oped sites without regard to eligibility for Farners Home Adm ni stration
prograns.

Be it enacted by the Senate and House of Representatives of the United

States of Anerica in Congress assenbled, that Section 524(a) of the Housing

Act of 1949 is anended to read as foll ows:
"(a) The Secretary may make | oans, on such terns and conditions and in
such amounts as he/ she deens necessary, to any individual, corporation
partnership or other private or public organization for the acquisition
and devel opnent of land as building sites to be subdivided and sold to
famlies, nonprofit organizations, public agencies, and cooperatives for
use as sites on which residential structures will be built. Such a | oan
shal |l bear interest at a rate prescribed by the Secretary taking into
consideration a rate determ ned annually by the Secretary of the Treasury
as the current average narket yield on outstandi ng marketabl e obligations
of the United States with remaining periods to maturity conparable to the
average maturities of such | oans, adjusted to the nearest one-eighth of 1
per centum and shall be repaid within a period not to exceed two years
fromthe making of the Ioan or within such additional period as may be
aut hori zed by the Secretary in any case as being necessary to carry out
t he purposes of this section.™
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I NSTRUCTI ONS FOR PREPARI NG AND PROCESSI NG
STATEMENTS OF ACTI ON ON
GENERAL ACCQOUNTI NG OFFI CE (GAO REPORTS
FORVAT

Preparati on Prepare the statement of action (SQA) on plain
white bond paper (8 1/2" x 11"). In addition,
prepare a sal non copy for Departnental
cl ear ances.

Exanpl es of an SOA and sal non copy are
attached.

Headi ng Title the paper using the subject of the
Ofice of Inspector General (OQ transmttal
letter (ALL CAPITAL LETTERS). Be sure to
i ncl ude the GAO report nunber.

Ceneral Comment s Include comrents of a general nature, if
appl i cabl e, which are not specifically
rel evant to the recommendations. If no
general coments are given, omt the "General
Comment s" section in the SCA

GAO Reconmendati on and Quot e each GAO recomendati on and i nmedi atel y

Depart nental Response follow with the Departnental response;
continue this pattern for each reconmendati on.
Descri be what action has been conpl et ed, what
addi tional action is planned, and the
estimated date of conpletion. Al so include
any reasons for disagreenment with the
reconmendat i ons.

NOTE: If there is a disagreenment between
agencies as to the reponse to the
recommendati ons, reconcile any differences,
elevating if necessary. After reconciliation,
prepare one Departnental response which
reflects the agreenent/di sagreement with the
GAO reconmendat i on.

Preparation Date Pl ace on the | ast page of the SOA the date of
preparation or the date the SOA was | ast
revi sed during cl earance.

Nunber of Copies Fromthe original, make 35 photocopi es; copies
must be clear, legible, and free from any
handwitten corrections.

(03-11-92) PN 183



RD I nstruction 2030-C
Exhibit G
Page 2

Agency ldentification

d ear ances

AD- 114 Preparation

SQA Package and Routi ng

Transmttal Letters

Agency Copi es

On the | ast page of the sal non copy, type the
preparing Agency/office, witer's nane and

t el ephone nunber, typist's initials, and date.
This identification nmust not appear on the
original or the photocopies.

The appropri ate Agency head(s); Under
Secretary(ies), Assistant Secretary(ies),
and/or Director(s); the Ofice of the General
Counsel ; and the Ofice of Budget and Program
Anal ysi s should sign and date the sal non copy
of the SOA. The signature shoul d appear over
the stanped or typed nane of the approving
official.

I nternal clearances bel ow the Agency head

| evel should not appear on the sal non copy;
such cl earances are at the option of each
Agency.

Prepare a Secretary's Correspondence Jacket
(Pink Jacket) and assign an Agency control
nunber. Cite the GAO report nunber, date and
title in the "Subject" area of the form
Address the Pink Jacket to the A G

Room 447-E, Admi nistration Buil di ng.

As a mininum the package contains: (1) the
original and 35 copies of the SOA, (2) an
appropriately cleared sal non copy; and (3) a
Secretary's Correspondence Jacket (AD 114).
Hand carry the package to O G Room 447-E,
Adm nistration Building, for further

pr ocessi ng.

No neno is required to send the package to
OG The OGw Il prepare the necessary
transmttal letters to the Congressional
conmttees, Ofice of Managenent and Budget
and GAO

After the transmittal letters have been signed
by the Secretary, O Gw Il furnish the Agency
GAO Liaison Oficer with a copy of all

cor respondence.

| F YOU HAVE ANY QUESTI ONS, PLEASE CONTACT JUNE HLL, O G ON 720-6772.
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EXAVMPLE OF ORI G NAL

STATEMENT OF ACTI ON ON
GAO FI NAL REPORT RCED- 89-62, DATED APRIL 15, 1989, ENTITLED
"FOOD, AGRI CULTURE, AND NUTRI TI ON | SSUES FOR PLANNI NG'

Ceneral Comments

I ncl ude any comments of a general nature, if applicable, which are not
rel evant to specific recommendations. |If there are no general comments given,
delete this section fromthe statenent of action.

Ceneral Accounting Ofice (GAO Recommendati on

Quote the first GAO recomrendation cited in the report.

Depart nental Response (or coment)

Descri be what action has been conpl eted, what additional action is planned,
and the estimated date of conpletion. |If there is disagreenent with the GAO
reconmendati on, state the reason.

If nore than one Agency is responding to the GAO recomendati on, prepare one
Departnmental response to the reconmendati on which represents the Departnent's
position. Describe what actions have been conpl eted, what additional actions
are planned overall, and the estimted dates of conpletion.

NOTE: If there is a disagreenment between Agencies as to the response to the
recommendati ons, reconcile any differences, elevating if necessary. After
reconciliation prepare on Departnental response which reflects the
agreenent/ di sagreenment with the GAO recomendati on as noted above.

GAO Recommendat i on

Quote the next GAO reconmendation cited in the report.

Depart nental Response (or coment)

Consol i dat ed Agency(ies) response.
CONTI NUE THI' S PATTERN FOR EACH GAO RECOWMVENDATI ON, | MVEDI ATELY FOLLONED BY THE
CONSOLI DATED RESPONSE( S) / COMVENT('S) AS NOTED ABOVE.
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EXAMPLE OF SALMON

STATEMENT OF ACTI ON ON
GAO FI NAL REPORT RCED- 89-62, DATED APRIL 15, 1989, ENTITLED
"FOOD, AGRI CULTURE, AND NUTRI TI ON | SSUES FOR PLANNI NG'

Ceneral Comments

I ncl ude any comments of a general nature, if applicable, which are not
rel evant to specific recommendations. |If there are no general comments given,
delete this section fromthe statenent of action.

Ceneral Accounting Ofice (GAO Recommendati on

Quote the first GAO recomrendation cited in the report.

Depart nental Response (or coment)

Descri be what action has been conpl eted, what additional action is planned,
and the estimated date of conpletion. |If there is disagreenent with the GAO
reconmendati on, state the reason.

If nore than one Agency is responding to the GAO recomendati on, prepare one
Departnmental response to the reconmendati on which represents the Departnent's
position. Describe what actions have been conpl eted, what additional actions
are planned overall, and the estimted dates of conpletion.

GAO Recommendat i on

Quote the first GAO recomrendation cited in the report.

Depart nental Response (or coment)

Consol i dat ed Agency(ies) response.

FNS/ FSP: JBl ow. 756-3028: j ch: 5/ 15/ 89

DATE:
ADM NI STRATOR, FNS

DATE:
ASSI STANT SECRETARY
FOOD AND CONSUMER SERVI CES

DATE:
OFFI CE OF THE GENERAL COUNSEL

DATE:

OFFI CE OF BUDCGET & PROGRAM ANALYSI S



DATE:

OFFI CE OF | NSPECTOR GENERAL
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Al ey
Annex

Ar cade
Avenue
Bayou
Beach
Bend

Bl uf f
Bot t om
Boul evard
Br anch
Bri dge
Br ook
Bur g
Bypass
Canp
Canyon
Cape
Causeway
Cent er
Crcle
diffs
d ub

Cor ner
Cor ners
Cour se
Court
Courts
Cove
Creek
Crescent
Crossi ng
Dal e
Dam

Di vi de
Drive
Est at es
Expr essway
Ext ensi on
Fal |
Falls
Ferry
Field

Fi el ds
Fl at s
Ford

For est
For ge
For k

ABBREVI ATI ONS FOR STREET

ALY
ANX
ARC
AVE
BYU
BCH
BND
BLF
BTM
BLVD
BR
BRG
BRK
BG
BYP

CYN

CLFS

Fort

Fr eeway
Gar dens
Gat enay
d en

G een
G ove
Har bor
Haven
Hei ght s
H ghway
Hill
Hills
Hol | ow
I nl et

I sl and
I sl ands
Isle
Junction
Key
Knol | s
Lake
Lakes
Landi ng
Lane

Li ght
Loaf
Locks
Lodge
Loop
Mal |
Manor
Meadows
M1
MIlls
M ssi on
Mount
Mount ai n
Neck

O chard
Oval
Par k
Par kway
Pass
Pat h

Pi ke

Pi nes
Pl ace
Pl ai n

DESI GNATCRS ( STREET SUFFI XES)

FT
FVW
GDNS
GTWY
an
GRN
RV
HBR
HVN
HTS
HVW
H
HLS
HOLW
INLT
1S

| SS

| SLE
Jcr
KY
KNLS
LK
LKS
LNDG
LN
LGT
LF
LCKS
LDG
LooP
MALL
MR

M.S
MSN

MI'N

OvAL
PARK
PKY
PASS
PATH
Pl KE
PNES
PL
PLN

RD I nstruction 2030-C

Pl aza
Poi nt
Por t
Prairie
Radi al
Ranch
Rapi ds
Rest

Ri dge
R ver
Road
Row ROW
Run RUN
Shoa
Shoal s
Shore
Shor es
Spring
Spri ngs
Spur
Squar e
St ation
St ravenue
Stream
Street
Summi tt
Terrace
Trace
Track
Trail
Trailer
Tunnel
Tur npi ke
Uni on
Val | ey
Vi aduct
Vi ew
Vil | age
Ville
Vi sta
Val k
Way WAY
Vel |l s

Exhi bi t

PLZ
PT
PRT
PR

RPDS
RST

RV

SHL
SHLS
SHR
SHRS
SPG
SPGS
SPUR
SQ
STA
STRA
STRM
ST
SMT
TER
TRCE
TRAK
TRL
TRLR
TUNL
TPKE
UN
VLY
VI A

VLG

VIS
WALK



For ks FRKS Pl ai ns PLNS
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